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Chapter 1: Reorganization Overview 

When your senior management changes your organization structure, you may find it necessary to change your 

Defense Travel System (DTS) organization set-up as well. Even without such a change, other circumstances ς for 

example, an organization name change or a mass reassignment of personnel ς may lead you to consider a DTS 

reorganization.  

Before taking action in DTS, carefully plan and discuss the scope of work within your organization and reach out 

to your Component. Be aware some actions require outside coordination. Whatever the reason you need to 

reorganize your DTS structure, the contents of this document addresses key considerations and typically actions. 

You can find many resources to assist you on the DTMO website at https://www.travel.dod.mil/. 

1.1 A Warning about Travel Documents 

Before moving profiles from the old structure to the new organizations, you should confirm there are no active 

travel documents. If the traveler has open trips, wait to move the profile until the voucher processes through 

approval. If you move a traveler profile to a new organization with active travel documents in process, there is a 

risk of document routing disruption and payment delay. Documents associate to the organization they were 

created under, so the approval remains with the AOs in the routing list of the old organization. 

1.2 DTS Centrally Billed Account (CBA) 

A Centrally Billed Account (CBA) allows travelers without an Individually Billed Account (IBA) to use DTS to 

obtain tickets for airfare and rail. If your new organizations require a CBA, work with your Component Program 

Manager (CPM) to open a CBA account with the vendor. Complete the CBA Worksheet and request data load 

into the DTS organizations well in advance of travel. You can verify the CBA load is available under the DTA 

Maintenance Tool, DTA Maintenance Tool Home, Organizations, and View CBA List. For more information on 

DTS Organizations, see DTA Manual, Chapter 4. 

1.3 Travel Management Company (TMC) Information 

The Travel Management Company (TMC) or Commercial Travel Office (CTO) information appears in the DTS 

Organization table. The supporting TMC for reservation processing and ticketing is one of the decisions 

determined outside of DTS. During the reorganization process, you need to verify the servicing TMC information. 

If your CTO information is not in DTS, submit a TraX Help Ticket to request the CTO load. As you establish the 

new orgs in DTS, select the appropriate CTO data. Once you begin processing documents with reservations, 

ensure the appropriate TMC receives the DTS requests. For more information on DTS Organizations, see DTA 

Manual, Chapter 4. 

1.4 DTA ID and Reject Email 

The DTA ID and Reject Email account appears in the DTS Organization table. When a document rejects from the 

accounting and/or disbursing system, DTS sends a notification to the account with the relevant data. During the 

reorganization process, you need to verify the DTA ID and Reject Email account in DTS is correct, the email 

externally works, and someone has access. If you need a new email account, work with your IT to setup the 

account. Once you have the new account, submit a TraX Help Ticket to request the DTA ID and Reject Email data 

load in DTS. As you establish the new orgs in DTS, select the appropriate DTA ID and Reject Email account. Note: 

https://www.travel.dod.mil/
https://media.defense.gov/2022/Jun/29/2003027266/-1/-1/0/CBA_ACCOUNT_LOAD_WORKSHEET.PDF
https://media.defense.gov/2022/May/11/2002994824/-1/-1/0/DTA_4.PDF
https://www.defensetravel.dod.mil/neoaccess/login.php
https://media.defense.gov/2022/May/11/2002994824/-1/-1/0/DTA_4.PDF
https://media.defense.gov/2022/May/11/2002994824/-1/-1/0/DTA_4.PDF
https://www.defensetravel.dod.mil/neoaccess/login.php
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If using the Copy option to establish organizations, use Update for each new org entry, if you need to switch the 

data. For more information on DTS Organizations, see DTA Manual, Chapter 4. 

1.5 Delegation Authority  

Delegation Authority allows authorizing officials to grant their signature approval to another person assigned to 

their organization who also has permission level 2. It is important to know that only the person granting the 

delegation can remove the action; DTAs have no ability to remove the delegation. Once the Delegation 

Authority is place, it stays in place if not removed by the delegator, even if their profile moves to a new org or is 

detached from DTS. 

You need to identify early on which AOs used this function in your organizations. Run a view listing, review the 

results, and then contact the individuals to remove their signature delegations. 

Here is how to run the View Delegated Authorities List: 

1. Starting on the Search Routing List(s) screen, select View Delegated Authorities List from the menu 

line.  

2. The View Delegated Authorities List page displays. Select the Organizations and Include Sub-

Organizations and choose Run Report. 

3. From the report, use the findings to notify the AOs of required action being sure to provide Delegation 

Authorities removal instructions. 

Note: The routing list for an organization should always contain multiple people at each step to prevent routing 

stoppage, so there should be little need to use the Delegate Authority option. 

For more information on DTS Routing Lists, see the DTA Manual, Chapter 5. 

1.6 Compliance Tool Access  

Serving as part of the DTMO Travel Policy Compliance Program, the Compliance Tool (CT) is an automated 

application, which reviews all DTS travel vouchers and identifies potential improper payments, including 

duplicate claims. Those who support audits and travel compliance receive access to the CT to review findings 

and monitor error corrections for their organizations. Even though the CT checks the DTS vouchers for accuracy, 

it operates independently from the (DTS). When the CT identifies an issue, the appropriate individuals receive 

emails. Based upon the findings, corrective actions then must occur to the DTS documents. 

During a realignment, you need to determine who has current CT access and who may need CT access to the 

new organizations. Once your new organizations are setup in DTS and preferably before documents process in 

the new organizations, contact your Component. Request access for the identified CT users and provide the 

exact DTS names the individual(s) need access within the CT. Remember, access to DTS functions have no 

bearing on CT access, so this is a separate setup by your Component. The ¢ǊŀǾŜƭ tƻƭƛŎȅ /ƻƳǇƭƛŀƴŎŜ ¢ƻƻƭ ¦ǎŜǊΩǎ 

Guide provides administrators the governing policies and discusses how to use the CT.  

For more information on the Travel Compliance Program, see the DTMO website. 

  

https://media.defense.gov/2022/May/11/2002994824/-1/-1/0/DTA_4.PDF
https://media.defense.gov/2022/May/11/2002994853/-1/-1/0/DTA_5.PDF
https://media.defense.gov/2022/May/13/2002996890/-1/-1/0/TRAVEL_POLICY_COMPLIANCE_TOOL_USER_GUIDE.PDF
https://media.defense.gov/2022/May/13/2002996890/-1/-1/0/TRAVEL_POLICY_COMPLIANCE_TOOL_USER_GUIDE.PDF
https://www.travel.dod.mil/Policy-Regulations/Travel-Policy-Compliance/
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Chapter 2: The Eight Steps to Reorganization 

The steps listed below show one route to successfully executing a reorganization in DTS. Other options are 

possible. See flowchart in Figure L-1.  

 

Figure L-1: Eight Steps to a DTS Reorganization 

The rest of this document is dedicated to explaining the steps in detail.  

1. Create the new organizations. If you create a new organization by copying an old one, DTS offers you 

two options: 

¶ Option A ς /ƻǇȅ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǊƻǳǘƛƴƎ ƭƛǎǘǎ ǘƻ ǘƘŜ ƴŜǿ ƻǊƎŀƴƛȊŀǘƛƻƴΦ 

¶ Option B ς Copy the organizations groups, global group membership rules (GGMRs), and personnel to 

the new organization. 

2. Validate or update the GGMRs in each new organization. 

3. If any personnel are in the organization, reassign them to their proper organization. 

4. Make any necessary changes to each organization and if needed, copy those changes to its subordinate 

organizations and assigned personnel. 

5. Create Lines of Accounting (LOAs) for each new organization. 

6. Update the default LOA for each new organization. 

7. Edit budgets and set targets for each new organization, if needed create new budgets. 

8. Mark former organizations for non-use or delete any structures of the former organization you no 

longer need. 
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Note: Recommend running reports, which include travel documents in the old organization: 

1. Run the reports BEFORE they move profiles to their new organization. ςORς 

2. Keep (or be given) access to their old organization (or to an organization hierarchically above both their 

new organization and the old organization). ςORς 

3. Create a second DTS user profile with access to the old organization. 

Note: For more information about any of these steps, see the DTA Manual, Chapters 1- 10. See Section 6 of this 

Appendix for a complete list with links to the DTA Manual chapters and appendices.  

 

 

  

https://www.travel.dod.mil/Training/
https://media.defense.gov/2021/Nov/15/2002893130/-1/-1/0/DTA_MANUAL.ZIP
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Chapter 3: Outside Entity Executes Reorganization 

LŦ ȅƻǳǊ ǇƭŀƴƴŜŘ ƻǊƎŀƴƛȊŀǘƛƻƴ ǎǘǊǳŎǘǳǊŜ ǿƛƭƭ ōŜ ǇŀǊǘ ƻŦ ŀ ƘƛŜǊŀǊŎƘȅ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ŎǳǊǊŜƴǘƭȅ ƘŀǾŜ ƻǊƎŀƴƛȊŀǘƛƻƴ 

access to, you canΩǘ use the DTA Maintenance Tool to execute the reorganization. For example, you currently 

fall under DA740, but your organization is restructuring to DA780. In this situation, you must contact a higher-

level DTA, your /ƻƳǇƻƴŜƴǘΩǎ DTS office, the Defense Travel Management Office (DTMO), or the Travel 

Assistance Center (TAC) for assistance. 

There are an number of resources on the DTMO website at https://www.travel.dod.mil/. 

¶ Training Materials 

o Information Papers 

o DTA Manual 

o Trifolds 

¶ Local Level Assistance 

¶ Travel Assistance Center 

Regardless of who builds the main organization, it is importation you understand the required steps for 

reorganization, (Figure L-1 in Chapter 2). You should be prepared to assist those who will help you execute the 

realignment. 

¶ Create New Organizations 

¶ Copy Routing Lists 

¶ Copy Groups and GGMRs 

¶ Profiles 

¶ LOAs 

¶ Budgets 

¶ Label the Old Organizations  

Be aware the steps may include outside actions such as training of personnel as AOs and TMC coordination. 

Work with your Component Representative to address these requirements. 

  

https://www.travel.dod.mil/
https://www.travel.dod.mil/Training/Reference-Materials
https://www.travel.dod.mil/Support/Local-Level-Travel-Assistance/
https://www.travel.dod.mil/Support/Travel-Assistance-Center/
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Chapter 4: DTA Executes Reorganization 

If the reorganization occurs completely within the hierarchy in which you have access, you can use the DTA 

Maintenance Tool to accomplish the reorganization. You need access to the former and new organization 

structure, if you are to complete all reorganization steps. Below is a summary of the process. To learn more 

about the DTA Maintenance Tool, see the DTA Manual. At the end of this Appendix, see the full list of chapters 

with links. 

4.1 Create New Organizations 

Before creating your new organizations, you should familiarize yourself with your current organization structure. 

You should also consider mapping out the new organization by deciding which organizations you should copy to 

create the organizations you need, and which you will create from scratch. For more information, see the DTA 

Manual, Chapter 4. 

To display all your current organizations, in the 5¢! aŀƛƴǘŜƴŀƴŎŜ ¢ƻƻƭΩǎ Organizations module, execute a 

search with your main organization as the Organization Name and check the Include Sub-Organizations box 

(see Figure L-2) before you select Search. The search results (Figure L-3) will contain all the organizations you 

can access. 

 

Figure L-2: Search for All Organizations You Can Access 

 

Figure L-3: Organization(s) (Search Results) Screen 

Note: If you have a very large organization hierarchy, suggest you run the View Organization Listing to identify 

all the DTS Organization Codes. If you need more assistance identifying the DTS organizations, then contact your 

Component. 

Create option to establish an organization: 

1. Select the Create Organization(s) link on the dark blue navigation bar. 

https://media.defense.gov/2021/Nov/15/2002893130/-1/-1/0/DTA_MANUAL.ZIP
https://media.defense.gov/2022/May/11/2002994824/-1/-1/0/DTA_4.PDF
https://media.defense.gov/2022/May/11/2002994824/-1/-1/0/DTA_4.PDF
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2. On the organization profile screen, enter all required information and select Save Organization. 

The new organization will have a default routing list (unpopulated), but no LOAs, groups, assigned personnel, 

etc. You must create each one of the items. 

Copy option to establish an organization: 

1. Select Copy next to the source organization on the Organization(s) (Search Results) screen (Figure L-3). 

2. On the organization screen, enter all the required information. 

3. Decide whether you want to take advantage of the two options at the bottom of the screen. See the 

options in Figure L-4. More details are available in sections 4.1.1 and 4.1.2. 

4. Select Save Organization. 

Note: The new organization may have additional routing lists (and all routing lists fully populated), and it may 

also have populated groups, active GGMRs, and assigned personnel, if you took advantage of one or both Copy 

Options as described below. You may need to make changes to routing lists and groups based upon the new 

structure. 

 

Figure L-4: Organization Screen ς Copy Options 

Note: The TMC or CTO information consists of the GDS, PCC, Ticket PCC, and Company Code. These fields are 

critical to transmit travel reservation requests from DTS to the proper servicing agent for booking and ticketing 

actions. If you uncertain of the proper data or require changes due to the realignment, submit a TAC Help Ticket 

for support. 

 4.1.1 (Optional) Copy Routing Lists and Routing List Details 

If you choose to Copy ALL Routing List and Routing List Details from <organization> (see Figure L-4), DTS copies 

ŀƭƭ ƻŦ ǘƘŜ ǎƻǳǊŎŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǊƻǳǘƛƴƎ ƭƛǎǘǎ ǘƻ ǘƘŜ ƴŜǿ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ŀƴŘ ǘƘŜȅ ǘƘŜ ǇƻǇǳƭŀǘŜ ǿƛǘƘ ǊƻǳǘƛƴƎ 

elements. You can update those routing lists as needed for use by thŜ ƴŜǿ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀǾŜƭŜǊǎΦ 

If you do not check this copy box, DTS only creates a default routing list (name), which contains no routing 

elements, for the new organization. You must populate that routing list before a traveler may use it. You must 

also create and populate any additional routing lists that the organization requires. 

For more on creating and updating routing lists, see the DTA Manual, Chapter 5. 

4.1.2 (Optional) Copy Groups and GGMRs and Reassign Personnel 

If you chose to Copy ALL Groups and Global Group Membership Rules from 

<Organization> (see Figure L-пύΣ 5¢{ ŎƻǇƛŜǎ ŀƭƭ ƻŦ ǘƘŜ ǎƻǳǊŎŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƎǊƻǳǇǎ ŀƴŘ DDawǎ ǘƻ ǘƘŜ ƴŜǿ 

organization. Selecting the ōƻȄ ǿƛƭƭ ŀƭǎƻ ǊŜŀǎǎƛƎƴ ŀƭƭ ƻŦ ǘƘŜ ǎƻǳǊŎŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇŜǊǎƻƴƴŜƭ ǘƻ ǘƘŜ ƴŜǿ 

organization. You cannot select individual groups or GGMRs to copy, or specific personnel to reassign if you 

ǎŜƭŜŎǘ ǘƘƛǎ ōƻȄΤ ƛǘΩǎ ŀƴ άŀƭƭ ƻǊ ƴƻǘƘƛƴƎέ ŘŜŎƛǎƛƻƴΦ 

https://www.travel.dod.mil/Support/Travel-Assistance-Center/
https://media.defense.gov/2022/May/11/2002994853/-1/-1/0/DTA_5.PDF
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Note: There are two important considerations before you check the Copy Groups and GGMRs box: 

1. Although DTS creates new GGMRs that reflect the name of the new owning organization, it does not 

change the name of the organization that owns the destination group. So if the source organization 

currently owns a GGMR that puts its travelers into a group that the source organization owns (a very 

common occurrence), the new GGMR continues to put the travelers into a group owned by the source 

organization. For example: DA12345 has a GGMR that puts all its travelers into a group called MAIN, 

which DA12345 owns. When you copy that organization to DA98765 with this checkbox selected, DTS 

creates the organization DA98765, as well as a GGMR that puts all travelers into the group called MAIN. 

Note: If you have access to multiple organizations, and the primary group names are all the same, make 

sure you are working with the correct org and group to make changes under Groups, Individual Group 

Membership and Global Group Membership tables. 

2. If you are in the organization you copy, when DTS moves the personnel to the new organization, it 

moves you as well. If you had organization access to the source organization, DTS updates your 

organization access to the new organization. Thus, you will be unable to continue working with the 

ǎƻǳǊŎŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŀǎǎŜǘǎΣ ŀƴŘ ȅƻǳ ŎŀƴΩǘ ƳƻǾŜ ȅƻǳǊǎŜƭŦ ōŀŎƪ ǘƻ ǘƘŜ ǎƻǳǊŎŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ǿƛǘƘƻǳǘ 

assistance from another DTA. See higher organization access below. 

Personnel who need organization access to the old and new org, who have a higher organization access when 

using the Copy Org and Groups to reassign the profile should retain their organization access. Personnel moved 

in this way also retain their: 

¶ Organization access to other organizations 

¶ Permission levels 

¶ Group Access 

¶ 5ŜŦŀǳƭǘ ǊƻǳǘƛƴƎ ƭƛǎǘ όŜƛǘƘŜǊ ǳǇŘŀǘŜŘ ǘƻ ǘƘŜ ƴŜǿ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŘŜŦŀǳƭǘ ǊƻǳǘƛƴƎ ƭƛǎǘ ƻǊ ǊŜǘŀƛƴŜŘ ŀǎ ƛǎ ƛŦ ǘƘŜȅ 

have an alternate one) 

¶ All data in the User Specific Data area of their DTS profile 

¶ All data in the General Traveler Data of their DTS profile 

If you do not check the Groups option box, you must create any groups and GGMRs the new organization 

ǊŜǉǳƛǊŜǎΦ hōǘŀƛƴƛƴƎ ŀ ǊŜŎƻǊŘ ƻŦ ǘƘŜ ƻƭŘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƎǊƻǳǇ ǎǘǊǳŎǘǳǊŜ Ŏŀƴ ƘŜƭǇ ȅƻǳ ǘƻ ōǳƛƭŘ ƴŜǿ ƎǊƻǳǇǎΦ CǊƻƳ 

the 5¢! aŀƛƴǘŜƴŀƴŎŜ ¢ƻƻƭΩǎ DǊƻǳǇǎ module, enter your main organization as the Organization Owner Name, 

check Include Sub-Organizations (Figure L-5) and Search groups. The result will be a list of all groups in your 

organization hierarchy (Figure L-6). 

 

Figure L-5: Search Group(s) Screen 
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Figure L-6: Group(s) Search Results Screen 

4.2 Update GGMRs 

wŜǾƛŜǿ ŜǾŜǊȅ ƴŜǿ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ DDawǎ ǘƻ ƳŀƪŜ ǎǳǊŜ ŀƭƭ DDawǎ ŀǊŜ ƛƴ ǇƭŀŎŜΦ CƻǊ ǘƘƻǎŜ ǘƘŀǘ ŀǊŜ ƛƴ ǇƭŀŎŜΣ ƳŀƪŜ 

sure they have the proper group and group organization owner names; this does not always happen when you 

copy organization (e.g., if the owning organization changed its name in the reorganization). If any GGMRs are 

missing, either because you created the organization from scratch or because you chose not to copy the GGMRs 

when using the Copy feature to create the organization, then you will need create the new rules to fill the gaps. 

See the DTA Manual, Chapter 6 for information on working with DTS Groups. 

4.3 Reassign Personnel 

When restructuring sometimes you need to move all profiles from one organization to another. One way is using 

Copy and choosing the Copy Option for groups, all personnel in the source organization move to the new 

organization. In other cases, you need to move profiles from one organization into different organizations. You 

can quickly move profiles within the Organization module by using the Reassign Personnel option. Note: This 

step assumes you are not moving travelers with open documents in process. 

To begin, select Reassign Personnel on the Organization(s) (Search Results) screen (Figure L-3), then select up 

to five destination organizations (Figure L-7). 

 

Figure L-7: Search Organization(s) Screen with Destination Organizations Selected 

https://media.defense.gov/2022/May/11/2002994838/-1/-1/0/DTA_6.PDF
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After you select Save and Continue, the list of people displays, so you can choose the new assigned organization 

for each person (Figure L-8). Select Save and Refresh Page to reassign the personnel to the selected 

organization. If you have more than five destination organizations, you must go through this process more than 

once to move the profiles to the proper destination organization. 

 

Figure L-8: Search Organization(s) Screen: Destination Organizations 

When you use the Reassign Personnel option to move people, DTS: 

¶ Removes organization and group access. 

¶ Removes their default LOA. 

¶ Retains their permission levels. 

¶ Retains all the information in the General Traveler Data and the User Specific Data sections of their 

personal profiles. 

¶ Adjusts their group membership according to GGMRs ς ŀŘŘƛƴƎ ǘƘŜƳ ǘƻ ǘƘŜ ƴŜǿ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƎǊƻǳǇǎ 

ŀƴŘ ǊŜƳƻǾƛƴƎ ǘƘŜƳ ŦǊƻƳ ǘƘŜ ƻƭŘ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƎǊƻǳǇǎ ƛŦ ōƻǘƘ ƻǊƎŀƴƛȊŀǘƛƻƴǎ ƘŀǾŜ DDawǎ ƛƴ ǇƭŀŎŜΦ 

¶ If you did not copy their old organization's routing lists, their default routing list will be change to the 

ƴŜǿ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŘŜŦŀǳƭǘ ǊƻǳǘƛƴƎ ƭƛǎǘΦ 

Note 1: When using a bulk move process, you should check the organization and group access, permissions 

above zero, and any specialized role assignment within the profiles are setup per tƘŜ /ƻƳǇƻƴŜƴǘΩǎ ƎǳƛŘŜƭƛƴŜǎΦ 

Follow your local Business Rules for required training, role assignment, and tracking procedures to ensure travel 

compliance. 

Note 2: Determine if user only profiles should remain in the old org (e.g., to run reports, conduct research, or 

support audits) for a period of time or you will detach them from the old org by as set date. 

4.4 Organization Changes Applied through the Hierarchy 

¢ƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ŀ ǇŜǊǎƻƴΩǎ ǇŜǊǎƻƴŀƭ ǇǊƻŦƛƭŜ ŘƻŜǎ ƴƻǘ ŎƘŀƴƎŜ ǿƘŜƴ ǘƘŜȅ Ƨƻƛƴ ŀ ƴŜǿ organization. 

[ƛƪŜǿƛǎŜΣ ȅƻǳ ŎŀƴΩǘ ŎƘŀƴƎŜ Ƴƻǎǘ ƻǊƎŀƴƛȊŀǘƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴ ǿƘŜƴ ȅƻǳ ǳǎŜ Copy to establish an organization. You 

must change certain organization information later. 
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To simplify such changes, you can use the Update Changes options (Figure L-9) at the bottom of the Update 

Organization screen. A change to the Duty Address information is a reason to use the Update Options for the 

organization. Note: Not all changes cascade down the organization hierarchy (e.g., TMC information is exempt 

from such updates). 

 

Figure L-9: Update Organization Screen ς Update Options 

4.4.1 Apply Main Organization Changes to Subordinates 

When you check the Save these changes to ALL Personnel under <organization> box, all the information that 

appears in a DTS personal profile (e.g., the organization address and phone number) updates for all of the 

ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǇŜǊǎƻƴƴŜƭΦ Lƴ ŀƴ ƻǊƎŀƴƛȊŀǘƛƻƴ ǿƛǘƘ млл ǘǊŀǾŜƭŜǊǎΣ ǘƘƛǎ ǇǊŜǾŜƴǘǎ ȅƻǳ ŦǊƻƳ ƘŀǾƛƴƎ ǘƻ ǳǇŘŀǘŜ ǘƘŜ 

organization address in each individual traveler profile.  

When you check the Save these changes to ALL Sub Organizations of <organization> box, all the information 

that you changed updates for all the organizations under this one in the hierarchy. For example, use the Update 

Options within the organization if the entire hierarchy moved to a new street address, you change it once and it 

updates all organizations. 

Note: Only information that you changed in the source organization will update for its personnel and 

subordinate organizations. For example, if the organization changed street addresses but kept the old phone 

number, then all of the organizations will retain their old phone numbers. 

4.4.2 Update Subordinates without Updating Main Organization 

If the data for an organization does not change, but you need to update the information for its subordinate 

organizations and/or personnel, you can still use the Update Options to shorten the steps. 

Say for example, that a number of field offices are relocating to the maƛƴ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŎǳǊǊŜƴǘ ŀŘŘǊŜǎǎΦ ¸ƻǳ 

need to update the address for all the subordinate offices, but not the address of the main organization. 

Here is a way to make organization changes quickly: 

1. Update the main organization, deleting the data in all the fields that need to change for the 

subordinate organizations. Save that change without checking either Update Options box. 

2. Update the main organization again to put the information back. Since this registers as a change, when 

you check either or both of the Update Options boxes, DTS updates the information for the personnel 

and/or subordinate organizations. 

4.5 Create Lines of Accounting (LOAs) 

The new organizations must have DTS LOAs and budgets to process travel documents. Depending upon your site 

either you, a Financial DTA (FDTA) and/or Budget DTA (BDTA) may complete this step.  

There are a couple of options to build the LOAs. You may use the Copy option and Update (if needed) or use the 

Create function to build the LOAs from scratch. Note: If the Format Map changes for your organization, then 
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you must use Create to establish the LOAs. For a complete list of LOA Format Maps, see the DTA Manual, 

Appendix R. 

This section along with 4.6 and 4.7 address the LOAs and funding for the new orgs. For more details on DTS LOAs 

and Budgets, see the DTA Manual, Chapter 8 and Chapter 9.  

4.5.1 Determine Current LOA Structure 

You need to locate the LOAs your organizations currently use. Start by logging into the 5¢! aŀƛƴǘŜƴŀƴŎŜ ¢ƻƻƭΩǎ 

Lines of Accounting module. Search for all your LOAs by using your main organization as the Organization Name 

and check Include Sub-Organizations (Figure L-10). The result will be a list of all LOAs your organizations own 

(Figure L-11).  

 

Figure L-10: Search Lines of Accounting Screen 

 

Figure L-11: Lines of Accounting (Search Results) Screen 

To see the LOA Labels with all the data element details, suggest you run the View LOA(s) List.  

1. Select the View LOA(s) List link on the dark blue navigation bar (Figure L-12) 

https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF
https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF
https://media.defense.gov/2022/May/11/2002994836/-1/-1/0/DTA_8.PDF
https://media.defense.gov/2022/May/11/2002994835/-1/-1/0/DTA_9.PDF
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Figure L-12: View Lines Of Accounting (LOA) List Screen 

2. Enter the Organization Name and check box to Include Sub-Organizations. 

3. Select Run Report. 

4. DTS will have you save the report to your PC before you can open the excel file and review contents. 

4.5.2 Create New LOAs 

To create a new LOA in organization from scratch, begin in the Lines of Accounting module: 

1. Select the Create LOA(s) link on the dark blue navigation bar (Figure L-13). 

 

Figure L-13: Create Line of Accounting Screen 

2. On the Create Line of Accounting screen, select a Format Map and select Continue. 

3. After the screen refreshes, enter all required information on the Create Line of Accounting page and 

select Save Line of Accounting. 

4. The newly created LOA will display on the Lines of Accounting (Search Results) screen. 

5. To create a new LOA by copying an existing one: 

6. Select Copy next to the source LOA on the LOA(s) (Search Results) screen (Figure L-11). 

7. On the Copy Line of Accounting screen, enter and update all the required information, then select Save 

Copied Line of Accounting. 

8. The newly created LOA will display on the Lines of Accounting (Search Results) screen. 

When creating the LOA, if you check the box to create a new budget, the item does not have any associated 

funding. The funding step occurs outside of the DTA Maintenance Tool, in the Budget Administration Tool. 

Later in the reorganization process, we address setting budget targets.  
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Note: LŦ ȅƻǳ ƴŜŜŘ ǘƻ ǳǇŘŀǘŜ ǘƘŜ Řŀǘŀ ŜƭŜƳŜƴǘǎ ŦƻǊ ŀ [h!Σ ǘƘŜƴ ǿŀƛǘ ŀƴŘ ŘƻƴΩǘ ŎƘŜŎƪ ǘƘŜ ōƻȄ ǘƻ Create Budget 

simultaneously with the LOA. You can create the budget items later. 

4.6 Update Default LOAs 

Some organizations set a Default LOA ƭŀōŜƭ ƛƴ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǇǊƻŦƛƭŜΦ ¢Ƙƛǎ ƻǇǘƛƻƴ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŀǇǇƭƛŜǎ ǘƘŜ 

specified LOA to a document at trip creation. For organizations with only a few travelers, you may simply choose 

Update ŦƻǊ ŜŀŎƘ ǘǊŀǾŜƭŜǊΩǎ 5¢{ ǇǊƻŦƛƭŜ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ Default LOA label. For organizations with a large number of 

travelers, consider using a global update to change the profiles all at once.  

Here is how to use the global option: 

1. From the 5¢! aŀƛƴǘŜƴŀƴŎŜ ¢ƻƻƭΩǎ Lines of Accounting module, select Update Default LOA(s) on the 

dark blue navigation bar (Figure L-12). The Default LOA Update screen (Figure L-14) opens. 

 

Figure L-14: Default LOA Update Screen 

2. Select the Organization Name that you want to set the New Default LOA Label. Check the box if you 

want to Include All Users, then select Submit. The Default LOA Update Person (Search Results) screen 

(Figure L-15) opens. 

 

Figure L-15: Default LOA Update (Search Results) Screen 

3. Check the box next to the travelers to include in the update and select Submit. 

4. The Default LOA Update Person (Search Results) page updates reflecting the New Default LOA Label 

for the listed travelers. Note: ¢ƘŜ ǘǊŀǾŜƭŜǊǎΩ ǇǊƻŦƛƭŜǎ ǳƴŘŜǊ the People module immediately reflect the 

Default LOA label change. 

4.7 Budgets 
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In order for the AO to approve thŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ǘǊŀǾŜƭΣ ǘƘŜǊŜ Ƴǳǎǘ ōŜ ŀ [h! ŀƴŘ ōǳŘƎŜǘ with available funds. 

When ample funds are not allotted for the trip or the LOA has no associated budget item, during the approval 

process, the AO receives a hard stop and a warning indicating corrective action required. Although each 

organization determines when and how much funding to add to the DTS budgets, ensuring the budget is setup 

timely helps to reduce document-processing delays.  

You can search and edit budgets under the Budget Tool. You can run the Balance report to verify the 

ƻǊƎŀƴƛȊŀǘƛƻƴǎΩ ōǳŘƎŜǘǎ ŦǳƴŘƛƴƎ ōŜŦƻǊŜ ŀƴŘ ŘǳǊƛƴƎ ŘƻŎǳƳŜƴǘ ǇǊƻŎŜǎǎƛƴƎΦ CƻǊ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ 5¢{ wŜǇƻǊǘǎΣ ǎŜŜ ǘƘŜ 

DTA Manual, Chapter 10. 

4.7.1 Setting Budget Targets 

As mentioned in Section 4.5.2, when you create a new LOA, you can create a new budget at the same time, but 

it contains no money.  

Here is how you add funds to a DTS Budget: 

1. From the DTS Dashboard, select Administration from the menu line. Then select Budget Tool. 

2. The Welcome to the DTS Budget Administration Tool page displays. Select the Budget Maintenance 

tab (Figure L-16). 

 

Figure L-16: Budget Maintenance Home Screen 

3. Select Show Budgets. The Show Budgets page opens allowing you to enter the Organization, option to 

check the box Include Sub Organizations, option to enter a Budget Label, and then select Show 

Budgets for Selected Organization(s). 

4. The Show Budget Results screen displays the budget list (Figure L-17).  

https://media.defense.gov/2022/May/11/2002994832/-1/-1/0/DTA_10.PDF
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Figure L-17: Show Budgets Results Screen  

5. For the Budget Label, select Edit. The Edit Budget Item page opens. 

6. Enter the appropriate amount of dollars into the Funding Target Adjustments field. Note: Budgets are 

setup based upon FY quarters. If you add money to Qtr 1, DTS automatically rolls the remaining 

available amount to Qtr 2 once the FY date applies, then Qtr 3 and then Qtr 4 for the given Fiscal Year 

(FY). Available funding remains in Qtr 4. 

7. Enter a comment in the Remarks field. Note: This is a mandatory requirement.  

8. Select Save to update the record.  

9. DTS returns you to the Show Budgets Results screen reflecting the changes to the Budget Label.  

10. You will repeat the steps and enter the funding in each Budget Label that the organizations will use to 

travel. Follow your local Business Rules for setting targets in DTS. 

4.7.2 Creating a Budget 

If you did not create a budget at the same time you created the LOA (e.g., LOA data elements required updates), 

then you will need to create the budgets now. In this situation, you have a few options to create a budget. You 

can: 

¶ Create the new budget within the Budget Tool and add funding - OR -  

¶ Create the budget item within the Lines of Accounting module and then in the Budget Tool add 

funding. 
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Note: There is some variation with the steps using the Budget Tool, but for this paper, we provide one common 

method. 

Use the Budget Tool to create a budget: 

1. From the DTS Dashboard, select Administration from the menu line. Then select Budget Tool. 

2. The Welcome to the DTS Budget Administration Tool page displays. Select the Budget Maintenance 

tab (Figure L-16). 

3. Select Create Budget. The Select Format Map page opens (Figure L-18). 

 

Figure L-18: Select Format Map Screen 

4. Select the Format Map and then select Copy an existing LOA to the budget. 

5. The Select LOA to Copy window appears. Ensure the correct Format Map displays, select Fiscal Year, 

and Organization (optional) check the box Include Sub Organizations. Select Search. 

6. The Accounting Codes page opens (Figure L-19). Choose the LOA to Copy. 
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Figure L-19: Account Codes Screen 

7. The Select Budget Type screen displays. The Format Map, Fiscal Year, Organization, Budget Label, and 

the default Budget Type set to Quarterly displays. You may select the radio button to change the 

setting to Annual. Select Save. 

8. The Create Budget window opens (Figure L-20). You must enter the funding amount based upon if you 

chose Quarterly or Annual budget. Note: Below the target amounts, the LOA data elements display for 

the associated budget. Scroll to the bottom of the page, select Save. 
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Figure L-20: Create Budget Screen 

9. To view the newly created budget, select Show Budgets on the navigation bar. When the page opens, 

enter the Organization and select Show Budgets for Selected Organization(s). The budget item 

appears in the budget list. 

Use the Lines of Accounting module to create New Budget: 

1. In the 5¢! aŀƛƴǘŜƴŀƴŎŜ ¢ƻƻƭΩǎ Lines of Accounting module, enter the Organization Name (Figure L-10) 

and Search for the LOAs. The Lines of Accounting (Search Results) display the LOAs for the 

organizations (Figure L-21).  










